


How to a New
User/LEA

Submitter to
eNote/Tracker




Step 1-Logon to eNote Tracker

eNOTE

LOG ON

Welcome to eNOTE. Please sign in to use the system.
Fields marked with a * are required.

E-mail Address:
[yo.u emaill ]

Password:

Reset Password
First-time user? Accept Invitation

Log on

If you have trouble logging in, please contact the system
administrator.

r f i
evada Nevada Department of Education

Department For questions related to eNOTE, please email enotehelp@doe.nv.gov.
of Education




tep 2-From the LEA Overview
Screen, Click the Setup &
Maintenance Tab

l LEA Overview Monitoring LEA File Cabinet Plan Tags
Home > Test District 1
‘ i LEA OVERVIEW m Select School Year:
‘ Test District 1 2014-2015 : | Update |
Wi Instruments (3)
A 4 1 » L Page size: 25 ~ 1to0 3 of 3items
One Star Monitoring Mid-Year 2014-2015 (1 Star-MY) In Progress 0 01/30/2015
Priority/SIG Fall Monitoring 2014-2015 (Prior/SIG) In Progress
Title | Fall Monitoring 2014-2015 In Progress 0 12/31/2014
J S | DU Page size: 25 ~ 1103 of 3 items
Nevada
Department
of Education About Nevada Department of Education
For questions related to eNOTE, please email enotehelp@doe.nv.gov.
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Step 3-Click the “User
Management” hyperlink

Logout Ml
eNOTE

User Management

Home > Setup & Maintenance
SETUP & MAINTENANCE
Access to Setup & Maintenance is restricted to administrative users.

USER MANAGEMENT

User Management

About Nevada Department of Education
For questions related to eNOTE, please email enotehelp@doe.nv.gov.




Step 4-Click the “Add New User”
hyperlink

User Management

Home > Setup & Maintenance > User Management

CONTACT ADMINISTRATION

Instructions/Description

FILTER
Hide Advanced Filters

User Name:
Levels: User Role:
All Levels - | Show Retired (| Admins Only

Filter by Organization Information
Status:

@ Active () Retired
Organization:

Test District 1 -

Apply |  Ciear |

Assigned Users in Test District 1

Add New User

1109 of 9 items

Depatrtment
of Education Edit Don District Esmeralda County School Districtx Irognier+don@wested.org LEA admin




Step 5-Complete all open fields, Select “LEA” & “Admin”
radial buttons, and when completed, click the
“Create Account” button

ADD NEW USER

Instructions/Description

ast Name*

LEA

Phono@
555-555 55
Department: "%
[Federal Supportsl

c -
Ne\ ada

When you click Create Account, an invitation with a link to the system will be sent to this user.
f l 1




Step 6-Verify that an eNote

Invitation Number was created/sent.

l User Management

Home > Setup & Maintenance > User Management > Tester LEA

USER DETAILS

Description and Instructions for the contact view

Name: Tester LEA Edit
Email: musikris@sbcglobal.net

Level: LEA

Invitation Number:
S4ADFAS5341

Phone:

Position: Resend Invitation

Department:

Read-Only No

% Add Organization
Edit All J Update All Cancel Edit All

M) 4 1 ») M Pagesize: 25 ~ 1to 1 of 1items

Organization

Remove v Test District 1 WestEd County LEA admin

Department
of Education M) 1 » Page size: 25 ~ 1to 1 0of 1items




How to attach a
New User/LEA

Submitter to the

eNote Instrument




Step 7-Click the LEA Overview page.
Click the hyperlink to the relevant eNote
instrument you wish to attach the submitter

Monitoring LEA File Cabinet Plan Tags

nt Y
LEA Overview
istrict 1

}‘i LEA OVERVIEW CHE)

Test District 1

| struments (4)

Select School Year:
s Update J

2014-2015

Priority/SIG Fall Monitoring

Page size: 25 ~

2014-2015 (Prior/SIG)

4 1 > M

Title | Fall Monitoring 2014-2015

Page size: 25 ~

104 of4items

12/31/2014

1104 of 4 items

ONSITES

Schedule Onsite




Step 8-The applicable instrument opens.
Locate the LEA Submitters area.
Click the “Edit” hyperlink.

Logout Help ]
eNOTE
Current LEA:
LEAs Test District 1 Setup & Maintenance

LEA Overview Monitoring LEA File Cabinet Plan Tags

Home > Test District 1 > Instruments > District Performance Plan: End-of-Year

INSTRUMENT OVERVIEW
Test District 1

District Performance Plan: End-of-Year (DPP) m

Status: In Progress Meets Requirements (0) Resolved (0)

Due Date In Progress (6) Withdrawn (0)

Last Update: Administrator Administrator Does Not Meet R Resubmitted for Review (0)
3/17/2015 11:12:23 AM Not Monitored (0,
Items: 6

Team Leader: Edit LEA Submitters: Edit
Not Assigned Not Assigned

o )| Gt Guestona ©)
®

Print Instrument Report J

I CATEGORY: District Performance Plan 0 of 6 completed ‘

evada

N
Department About Nevada Department of Education

of Education

For questions related to eNOTE, please email enotehelp@doe.nv.gov.




Step 9-Click the “Unassigned”
tab.

LEA Overview Monitoring LEA File Cabinet Plan Tags

Home > Test District 1 > Instruments > District Performance Plan: End-of-Year > Assign Instrument Submitters

ASSIGN SUBMITTERS

Remove

J o VU Page size: 25 ~ 0o 0 of 0 items
No reviewers assigned

Remove

PO 1) ) Page size: 25 ~ 010 0 of 0 items

Return to Instrument Overview

Department
of Education




Step 10-Search/Select the applicable
User. Once the User is selected,

click the “Assign” button.
q eNOTE | B




Step 11-Verify that the New LEA User

is an Assigned Submitter and currently
attached to the DPP instrument.

e el

Monitoring LEA File Cabinet Plan Tags

Home > TestDistrict1 > Instruments > District Pedformance Plan End-of-Year > Assign Instrument Submitters

ASSIGN SUBMITTERS

L) Pagesize: 25 ~

Last Name &

. Logout H
Tester musikris@sbcglobal net Test District 1
i eNOTE
) K 1 L g 25 ~« 110 1of 1items [= t LEA:
Al “Test District 1
LEA Overview Monitoring LEA File Cabinet Plan Tags
Return to Instrument Overview Home > Test District1 > Instruments > District Performance Plan: End-of-Year
INSTRUMENT OVERVIEW

Test District 1

District Performance Plan: End-of-Year (DPP) m

Status: In Progress Meets Requirements (0) Resolved (0)

Due Date In Progress (6) Withdrawn (0)

Last Update: Administrator Administrator Does Not Meet Requirements (0) Resubmitted for Review (0)
3/17/2015 11:12.23 AM Not Monitored (0)

Items: 6

Team Leader: Edit
Not Assigned

SEA Reviewers: Edit
Not Assigned

Print I it
s Cra e Documena ) Sauaemoy (1) ——
®

I CATEGORY: District Performance Plan 0 of 6 completed

Department
of Education




